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29 Beptesber 1 1953)
Records Management Staff Accomplishments m:-:lng

Period 1 April - 30 September 1958
for Beport to Killisn Committee

Advancement in all sapecta of the Agency's Recoxrds lManagement
Progres: produced benefite valued at $260,573. Typiesl accomplishments
vere: (1) Isgroved oversess frome menegsment prectices; (2) Incressed
efficiency of Agency operstions through the analysis and design of
297 forms, (3) Completed five shelf file installations covering over
4,600 linenr feet of records; {4) Converted 26 hesdguartors files to
the Agency standard filing system; tﬁ)msﬁmw. £5. of in-
sctive Tecords to the Rscords Center; (6) Ceocdied 86 Lo fworis ( i

Center addition; and (7) mwmg PLARSINE SUELT VIth |
plans for veult sreas and the use of shelf filing equigment, <’/ 71 ,, ,
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1.

Basis for Reporting Savings to the Killian Committee
for the Period 1 April - 30 September 1958

Retirement of Records

(Pased on 5,493 cu. ft. of records
retained in safes and cabinets on
a 2:1 ratio)

1:57 Sa«fes @ $}+28 e s 9 PG OESTIERROYN

229 cabinets @ 80 vievvescncee

surveys

a. Cancellstion of purchase order
for 64 5-dr. legal cabinets
resulting from conversion to
Shelf files *F e e OO E NSO YNSRI OEDS

b. Turn-in of 94 4 dr. safes from
IRI&OCI{-UP eI P S IESIPRSEPRESOIRNOENTS

¢. Prevented rearrangement of OCR

Library and provided for
26-30 months expansion
utilizing space in reading
TO0Mm, ceeesseassconenes

$ 195,5%
18,320

Total $213,916

$ 4,825

40,232

1,600 _
Total $ 46,65

Grend Total $260,573_
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